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Chief, Mapagement staff i yarch 1957
Chief, ‘ecords Management otalfl

wWeekly leport - -eck Lnding 6 darch 1957

1. “ontributions

a, _‘angitle

{1} vompleted the transfer of 16 cublc feet of imactive records
from the Office of the Ueneral Counsel to the fecords lenter, -

{27 Jeveloped two new forms for JD/P for use in processing name
1 che~ks

{3} ihe Tecords Center received 83 cubic feet of records and
Jestroyed 354 cubic feet of 4nactive materials.

b, intangible

(1) The revised Vital laterials Jeposit 3chedule was completed
25%1 for the Econcrdc Intelligence Usordinatiom Staff of ORR,

(2} Jollaborated with[_ |in the writing of an article
on Lecords Management fer the next issue of the "Support
Bulletin".

(3) Collaborated with the Jffice of Logistics and the Comptroliers

2. Assimmenis (Aciive!

a. Hecords Uisposition Program, lable seereiarlat, 90 par cent complete.

b. Zecords Jisposition Program, Office of Logistics, 60 per cent complete, -

N

¢, ‘eview of .ecords Centrol .schedule, iadit staff, 65 per cent comlete,
d. hwenty-three new and revised Fforms in process,

e. <“ecords Jisposition Program, ICH, Al per cent cosplete,

f. Tntra-igener chain envolopey Swprly ivisicn, Logistics, bas been

renuested to order & suffiefent volume of the revised anvelopa to
rrovide for axperlmntal use,
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#. Installation of Y7’ ny avatem in 031 20 ner cent complete,

fe  J0o38ibility of installing a shelf filing systex in Industrial legister
af OCR being explored, ‘

1. Installation of shelf filing in Blographic iegister; recuisition for an
insts?’l%ion issued,

Fenrs
3. Hews

five rmembers fro=m this Staff a'tended the OLM Honthly lamcheon at which the

government wide naper work managenent program was discugsed by i, Herbert

‘ngel, :sciztant irchivist of the United tates and ¥r, Hirst Sutton from
25X1 the "ureau of the lLudget,

| | completed the “orrespondence anagerent 'orkshop con-
dueted bv GZA and the Conference Leadership “~urse conducted by OMR,
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